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DEPARTMENTAL RECORDS CLERK

(Competitive Class)

GENERAL STATEMENT OF DUTI ES

This i s responsi bl e, non-supervisory clerical work including the
preparation, receiving, clearing, and maintenance of reports,
records, and docunents for the fire department and ot her rel at ed
work as required. |ncunmbent works under the general supervision
of the deputy chief.

EXAMPLES OF WORK
[l lustrative only.

Mai nt ai ns accurate records of all fires, fire losses, and fire
deat hs occurring in the city as required.

Prepares purchase requisitions and receives, exanm nes, and
processes invoices covering purchases for the fire departnent
according to | aw and departnmental policies.

Prepares statistical data from the reports of fire and other
ener genci es responded to by the fire department.

Prepares payroll for the entire department when required.
Prepares and types letters and forns as required in the
performance of worKk.

Perforns rel ated work as required.

REQUI RED KNOWLEDGES, SKILLS, AND ABILITIES
Good know edge of nodern office practices and procedures.
Good know edge of business English and arithmetic.

Ability in performng conputations, in filing, maintaining
office records, and in operating a typewiter.

Ability to gather statistical data and prepare accurate records
and reports according to general instructions;

Ability and willingness to establish and maintain satisfactory
wor ki ng rel ati onships with other enployees and the public.

SPECI AL REQUI REMENTS FOR ADM SSION TO ELI G BILITY TEST AND FOR
BEG NNI NG WORK | N CLASS

Must be not | ess than twenty-one (21) years of age.
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Must possess a conbination of experience and training which
i ndicates sufficient possession of know edges, skills, and
abilities, listed above to satisfactorily performthe required
wor k.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nedi cal exam nation prepared and adm ni stered
by t he Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

STATUS OF | NCUMBENT OF POSI TI ON WHEN ALLOCATED

Enmpl oyees performng this duty for the fire departnent at the
time of the allocation creating the new position shall be
i nducted into and bound under the classified service wthout
further exam nation.
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